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1.  Open the “Project 
Navigation Form”  which is on 
the Main Switchboard, under 
the Project Tab.

2.  To enter a New Project, 
click the "Insert New 
Project" button.

To modify an existing 
project go to Step 3.

4.   Once you have 
selected your filters, click 
on "Project List".  See 
page 2.

"Main Switchboard" and "Project Navigation" Form

3.  The filters on the Project 
Navigation Form are designed to help 
you narrow your list of projects to 
view.  

Select as many , or as few, filters as 
you like and in any order that you 
want.  These filters will help you limit 
your list of projects. 

Please note that because the filters 
are actively scanning the database, 
the first time you click a pull down 
list it may take 20 seconds.  
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Remember to select one project from the list by clicking somewhere on a Project row (you will notice a little triangle on the left hand side).  You don't 
need to highlight the entire row.

See page 4.

"Project List" Form 
1.   If a Project is not shown on the list below, you can 
Insert New Projects (see below and page 3).  A project 
can be entered even if it is just a concept.  
Otherwise, select a project from the list below and open 
any of the forms or reports listed below.
2.  You can Update Projects (see below and page 3) as 
general project information becomes more definitive.  
3.   When you first insert a project the system will prompt 
you to link to primary building or structure. Later, if you 
decide that other buildings or structures are involved you 
can Link to Real Property (see below and page 4). 
4.  M&I projects should be performed to address/correct 
deficiencies that are in the FEDS.  Therefore, Link to 
FEDS (see below and page  5)" to associate deficiencies 
with each project.  

See page 5.

See pages 6 & 7.

See pages 8 - 10.

See page 11.

See page 12.
See page 13.
See page 14.

See page 15.

See page 3.

5.  Commitments\Awards (see below and pages 
6 & 7) need to be established prior to recording 
"Payments" (see below and pages  8 - 10). You 
can record a great deal of information during the 
payment process -- including finance 
reconciliation (see below and page 9) and real 
property capitalization (see below and page 10).
6.  At the onset and throughout the life of a project it is a 
good idea to establish and maintain Milestones and 
Status. (see below and page 11)  
7.  The Project Activity Report (see below and page 
12) report shows all of the information above in an easy 
to read format.

8.  The Project Funding Report (see below and page 
13) is a subset of the Project Summary report and it 
shows Commitments, Awards, and Payments in a well 
organized format.
9.  You can print the RPI Cover Memo, Part 30-2 (see 
below and page 14) and send it to the Area Realty 
Officer to keep her in the loop
10.  The RPI Worksheet, Part 30-2  (see below and 
page 15) is a detailed breakdown of expensed and 
capitalized items.  At the close of the project you should 
give the Area Finance a copy of this report so that they 
can adjust their general ledger.
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"Update Projects" Form 

The Auditors would like to see a total 
Government cost estimate for the 
Project.  This information should be 
entered under the Cost Estimate tab.

The Record Status can be either 
"Active", "Archive", "Delete", or 
"Pending".

By selecting from the pull down list you 
are able to archive, delete, or mark a 
project for pending.  Projects should be 
archived when they are complete -- 
deleted when they are not  valid -- and 
marked for pending when they have not 
be approved for funding.

The HQ Status can be either "Active", 
"Archive", or "Delete".

This shows the current Real Property 
project status. The project will stay active 
until either a completed interim or final 
Real Property report have been received. 
After the interim or final RP report have 
been verified the status will be changed 
to archive and the project will be 
capitalized in the Real Property Inventory. 
Delete is used when the Record Status 
has been changed to delete.

Select Expensed if the project will be Fully 
Expensed, otherwise Select Capitalized.

Estimated depreciations do not need to be 
performed if the Project is to be fully 
expensed. A BOC date is still required. for 
the project.

The Auditors have required that all projects 
past their BOC date must have an estimated 
depreciation calculated.

A BOC date must be entered for all projects. 
The BOC date will automatically entered in 
the milestone table.

If the area of the building the project is being 
performed on is occupied throughout the 
construction enter the date that the project 
work will be substantially completed.

The Information in the "Update 
Projects" form is designed to 
produce a Project Summary 
report similar to a PSD.   

You should replace the system 
generated Project Number with a 
real project number.   The Project 
Numbers must be unique or will 
not be posted. Bergan Numbers 
are the preferred method of 
numbering projects.
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"Link to Real Property" Form 

This step involves identifying and 
recording any buildings or 
structures involved in or affected 
by the project that will be 
capitalized. 

1.  You can link real property to 
this project by selecting and 
adding a Building, or Structures 
from the pull down box, or . . .

2.  If the building is not in the 
database then click this button to 
add a Projected Building or 
Structure.  This will be the case if 
the project is adding space (m2) 
to the facility/installation.

3.  To add a projected Building 
or Structure, you are required to 
populate all of the fields on the 
top half of this form and enter 
the required data on the bottom 
half. 

Choose either the
"Projected Building" or 
"Projected Structure" tab.
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"Link to FEDS" Form -- Identifying deficiencies that will be addressed.

In this gray box you will notice there 
are several FEDS item already 
associated with this project.   The 
specific FEDS details appear on 
the right side of the form.

1.  Link additional FEDS items 
to this project by clicking "Link 
Additional FEDS"

2.  Select the appropriate 
building or structure.

3.  Select the appropriate FEDS 
item.

4.  Save and Close

5.  Save and Close

You will notice now there are one 
additional FEDS item.
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On the top form start by 
entering a CAN.  Or you 
can select a CAN from 
the pull down list.  If this is 
the first time the CAN has 
been entered into the 
system, the application 
will automatically open a 
form asking you to 
provide more detailed 
information.

"Commitment / Award" Form

The Commitment/Award Form
has 2 parts.  The top half is 
the Commitment information 
and the bottom half is the 
Contract Award.  
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4.   When you get to the 
Contractor pull down list, start 
by typing the name of the 
Contractor.  If this is the first 
time the Contractor has been 
entered in the system, the 
application will open a form for 
you to provide more detailed 
information about the 
Contractor.

After you have added a 
Commitment, you can add a 
Contract Award.  

2.  First, make sure that you 
have selected the appropriate 
“COMMITMENT”.

3.  Type a Contract Number in 
the bottom half of the form.

The contract numbers 
displayed in the bottom table 
correspond to the commitment 
selected in the top table.

 If this is the first time a 
Contract has been entered into 
the system, the application will 
automatically open a form 
asking you to provide more 
detailed information.

Fill in all of the text boxes.

"Commitment / Award" Form -- Continue
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"Payments" Form

1.  Using the pull 
down list, choose the 
commitment from 
which you plan to 
draw money.  

Commitments and 
contracts should 
have been added 
earlier (see pg. 6 - 7) 
and must be entered 
before you can make 
any payments.

2.  Choose the 
contract from which 
you plan to draw 
money.  These 
contracts were 
previously added in 
step 9.

3.  Enter a payment 
number.  If a payment 
is made from various 
commitments (or 
CANs) you will need to 
enter the payment as 
two records with the 
same payment number. 

4.  Enter the payment amount.  This 
amount can go through a life cycle 
reflecting, first, an estimate of work 
accomplished, then, a payment 
recommendation, and finally, an actual 
finance disbursement.  You can make 
changes to the amount you entered the 
same day, but after one day, you will 
have to enter a new payment to adjust 
the amount.

5. Enter the date the 
Project Officer 
recommended payment.

Notice that the pull down list 
will give you a real-time 
reflection of contract, 
commitment, obligation, 
disbursements, and 
balances.
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"Payments" Form (continue) - Capitalization
The next few steps involve 
capitalizing buildings and 
structures. 

If the Part 30-2 Total field is 
not filled out.  

Do not type this manually, 
instead . . .

6. Open the "RPI Worksheet 
(Part 30-2) form"  

7.  Choose all of the Cost 
Categories that apply for this 
payment.

8.  Apply 
amounts for each 
cost category.  

9.  Choose the building or structure 
that is being capitalized.  

This is not required for Cost 
Categories that are "Expensed" or 
"Common Costs" 

10.  As an option you 
can provide explanatory 
notes.

11.  Don't forget to Save and 
Close

On the top you will notice the 
Project No and Title, and 
Payment Amount

Note "Common Costs" 
categories apply only when 
multiple buildings or structures 
are involved.
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After saving and closing the 
last form, you'll notice that the 
Part 30-2 column has been 
automatically filled.

"Payments" Form (continue) -  Finance Reconciling

12.  The next thing we 
should do is reconcile our 
payments with Finance. 

Click the "Reconcile with 
Finance" button.

13.  Type the Fiscal Year 
and CAN, 

15.  You should now have 
enough information from this 
report to manually enter the 
Finance Disbursement Date 
and make corrections, if 
necessary, to the Payment 
Amount.

14.  Open the "FRS Payment 
Transaction (Year To Date) 
report.
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"Milestones and Status" Form

1.  You can add as many 
Milestones from the pull down 
list as you like. There are some 
required milestones:
BOC - Beneficial Occupancy
IHQ - Interim Docs Sent to HQ
COM - Project Completed
FHQ - Final Docs Sent to HQ

This list reflects the most 
common IHS milestones for 
Projects. 2.  Enter the 

projected date 
for each 
milestone.

3.  When you 
have completed 
a milestone, 
enter the actual 
date.

4.  Enter any 
explanatory 
comments you 
may have, (i.e.  
"35% Design 
Submittal)
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"Project Activity" Report

The Project Activity Report contains all of the information that you have entered.  This report can 
be easily saved as a Word Document.

The following describes what is contained in this report:

General Project 
Information

Real Property

Milestones

Commitments, 
Contract Awards, and 
Payment information
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"Project Funding" Report.

The Project Funding Report contains only funding information grouped by Commitments, 
Obligations, and Payment Amounts. 
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"RPI Cover Memo, Part 30-2" Report

1.  Select the Report 
Type

  -- Interim (which 
means the project has 
been placed in 
service), or 

 -- Final (which means 
their has a release of 
claims and you have 
entered all the data in 
the system) 2.  Type in your 

signature.

3.  Click "Preview Cover Letter"

4.  "Interim", and "Final" Memorandums should be sent to the Area 
Realty Officer along with the Project Activity Report, and RPI 
Worksheet which you will print next.
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"RPI Worksheet, Part 30-2" Report

The RPI Worksheet should be attached to the RPI Cover Memo.  

Please ensure that the summary information on this worksheet matches the summary information on the 
Project Summary report

In addition, this worksheet should be sent to the Area Finance so that they can adjust the General 
Ledger with the appropriate Object Class.


